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Purpose
The U. S. Department of Labor issued guidance concerning Common Measures through
Training and Employment Guidance Letter 17-05. In the TEGL the Department of Labor
addressed changes that significantly impact enrollment. The level of service that is
provided affects enrollment which in turn affects what is entered into the screens on TrackOne.
Additionally, the phases of service delivery have changed. No longer think of service
delivery in terms of core, intensive, and training-tier services. Delivery of services is now
comprised of core, significant staff involvement, and follow-up services. Basic information
on the progression between phases and the documentation required to show a client’s
progression through the phases is outlined below.

Conternt

Phase I: Core

Core services are those that are made available and accessible to the general public. They are
designed to inform and educate individuals about the labor market, their employment strengths
and weaknesses, and the range of services appropriate to their situation; and that do not require
significant staff involvement with the individual in terms of resources or time.

A client who receives self-service and informational activities/services is considered to be in the
Core phase.

Phase I Progression Requirement

The entry of basic demographic information and a core service in to TrackOne is sufficient to
document a client’s participation in the Core phase.
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Phase II: Significant Staff Involvement

Significant staff involvement in a workforce setting is any assistance provided by staff beyond

the informational activities described above regardless of the length of time involved in

providing such assistance. Significant staff involvement includes a staff member’s assessment of
a participant’s skills. education. or career objective in order to achieve any of the following:

=  Assist participants in deciding on appropriate next steps in the search of employment,
training. and related services, including job referral;

* Assist participants in assessing their personal barriers to employment: or

»  Assist participants in accessing other related services necessary to enhance their
employability and individual employment related needs.

A client progresses to the Significant Staff Involvement Phase when a case manager determines
that he/she needs more assistance than provided in the Core Phase to be successful in finding and
maintaining employment.

Following this determination, the case manager must complete the following to enroll a client in
Phase I1:

Enter the work history;

Complete the Application screens in TrackOne:

Complete the Registration/Enrollment screens in TrackOne:
Enter the 1¥" Intensive Service Record.

bt

Phase II Progression Requirements

Progression to Phase II will be documented by the completion of the screens as outlined above
and the completion of a case note supporting the information entered in to TrackOne with the
reasons the client requires significant staff involvement.

Case managers are encouraged to write detailed and thorough case notes to describe why the
client needs significant staff involvement in order to obtain employment.

Phase I11: Follow-Up

A client progresses to the Follow-Up phase after the case manager determines that the client has
satisfactorily completed the objectives of the Individual Service Strategy/Individual Employment
Plan (ISS/IEP).

The Follow-Up phase is designed to support the client in the immediate future following the last
date of program funded service.
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Phase III Progression Requirements

Progression to Phase III is documented when the case manager completes the Exit Screens in
TrackOne.

Case managers should include a case note to support the information in the Exit Screens and to
summarize the client’s progress in completing the objectives of the ISS/IEP.

The contact person regarding this bulletin is:

Nate Klinck

Director, Center of Excellence, Career Services
Indiana Department of Workforce Development
10 N. Senate Avenue

Indianapolis, IN 46204

Phone: 317/232-7595

FAX: 317/233-6081
E-mail:nklinck@dwd.IN.gov
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